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This is a step-by-step guide to assist you in submitting a Claim for reimbursement. The process includes steps on 
how to include supporting documentation.  

1) Log into your grant. Find and click on “Claims” under “Components.” 

 

 

2) On the top header, click “Add.” 
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3) The Claim Type defaults to “Reimbursement.” Do not change this field. Enter the reporting period dates. 
(In most cases, this will be the previous month.)  

You may either click the calendar to select the dates or type dates directly into the field. NOTE: the slash 
lines in the date fields will auto populate. Then click “Save” in the top header.  

 

 

4) The screen will update to the following form. You have now started your Claim. To begin entering 
amounts on your Claim, click “Return to Components.” 

 

 

5) The screen will switch to the following. Click on “Reimbursement.”  
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6) Click “Edit” on the header bar. This will open the fields so that you may enter your line item amounts. 

 

 

7) Enter the amount you are requesting for reimbursement on each line. If you have nothing to request for a 
particular line, leave the field at $0.00. Click “Save” when you are done. 

NOTE: You may also submit match amount line items for the same claim period. 
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8) Upon saving, the fields will come out of edit mode. Please review your entries for accuracy. Click “Edit” if 
you need to make any changes. Otherwise, select “Mark as Complete.” 

 

 

9) The screen will update to the following screen. From this screen, you may upload the supporting 
documentation for your Claim. You will need to enter each Component as they must all be marked 
Complete before you can successfully submit your Claim.  

Click the Component you want to work on. 

 



Updated 3/25/2015  Page | 5  
 

10) A new screen will load. If there are no pieces of documentation to add, click “Mark as Complete.” If you 
DO want to upload documentation, click “Add.” 

 

 

11) The screen will change to an upload screen. Click “Browse…” A pop up will open to allow you to locate the 
desired file on your computer. Select the file and click “Open.” 
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12) The location of the file you have chosen will show in the “Upload File” field. If you selected the wrong file, 
click “Browse” again and find the correct file. If the file is correct, type in a descriptive explanation for the 
item and then click “Save.” 

 

 

13) Both the file name and the description you entered will become hyperlinks to the file. Repeat the upload 
process until all documents for the current claim area are loaded, then click “Mark as complete.” 
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14) Once a section is marked complete, you are returned to the components area. Repeat the above steps to 
either upload documentation or complete each component. You may preview your Claim at any time by 
clicking “Preview.” 

Reminder: Each area must to be marked “Complete” before your Claim can be submitted. 

 

15) Notice that the preview shows that the Claim is still being “Edited.” You may scroll down to review the 
reimbursement amounts you have entered as well as the names and descriptions of the documents that 
have been uploaded. Click “Back” to go back to the previous screen. 

 

 

 

 



Updated 3/25/2015  Page | 8  
 

16) When you feel the Claim is complete and ready to be reviewed, click “Submit.”  

 

 

17) A pop-up warns that submitting will lock the form and send the Claim forward. Click “Cancel” to return to 
editing or “OK” to proceed with submitting the Claim. 
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18)  The confirmation screen verifies your Claim has been submitted. Click on the hyperlinked “here” to print 
the Claim.  

 

 

19) The submitted Claim pops up on a new website tab for printing. Notice the status shows “Submitted” 
now. Congratulations! The Claim is complete! Be sure to print and retain a copy of the completed Claim 
for your records, along with copies of the supporting documentation.  

 

 

 


